Peer Evaluation How-to by Madeka, Kajal
ThinkSpace and Open TBL User Guides ThinkSpace and Open TBL
2017
Peer Evaluation How-to
Kajal Madeka
Iowa State University, ksmadeka@iastate.edu
Follow this and additional works at: http://lib.dr.iastate.edu/thinkspace_userguides
Part of the Instructional Media Design Commons
This Book is brought to you for free and open access by the ThinkSpace and Open TBL at Iowa State University Digital Repository. It has been
accepted for inclusion in ThinkSpace and Open TBL User Guides by an authorized administrator of Iowa State University Digital Repository. For more
information, please contact digirep@iastate.edu.
Recommended Citation
Madeka, Kajal, "Peer Evaluation How-to" (2017). ThinkSpace and Open TBL User Guides. 1.
http://lib.dr.iastate.edu/thinkspace_userguides/1
	 1	
How	to	Make	a	Peer	Evaluation	(Balanced	Points	/	Michaelsen	Method)	
	
This	tutorial	is	summarized	in	a	process	diagram.	New	users	should	start	from	the	beginning.	If	
you	are	experienced	user,	just	click	on	the	step	you	want	to	know	about	jump	right	in!	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
New	to	ThinkSpace?	
Start	here!	
Step	1	
Create	a	Space	 More	about	Space:		
Features,	Functions,	
Navigation	
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Inviting	students	
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Step	3		
Create	a	Team	Set	
Step	4		
Create	student	
teams	
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Create	the	Peer	
Evaluation	Case		
New	Case	Builder	
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Evaluation	Settings		
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Step	7		
Edit	Peer	Evaluation	
Results	Settings		
Step	8		
Edit	Instructions,	
Release/Due	dates		
Step	9	Activate	Case		
Step	10		
Activate	Evaluation	
Trouble	Shooting	
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Before	you	start:		
	
1. This	tutorial	assumes	that	you	already	have	a	ThinkSpace	account	and	instructor	rights	
i.e.	you	are	able	to	create	new	Spaces	(you	see	a	‘New	Space’	button	on	the	top	right	of	
the	screen	when	you	log	in	to	ThinkSpace)	
	
	
	
2. If	you	do	not,	please	contact	support@thinkspace.org	or	ksmadeka@iastate.edu	to	help	
you	get	set	up.		
	
Fundamental	Concepts:	
	
If	 you	 are	 new	 to	 ThinkSpace,	 please	watch	 this	 video	 outlining	 three	 fundamental	 concepts	
around	which	any	learning	experience	in	ThinkSpace	is	structured.	Understanding	their	individual	
place	in	the	learning	architecture	and	their	mutual	relationship	is	key	to	successfully	designing	
and	managing	your	courses	in	ThinkSpace.	
	
	
	
	
Video:	Three	Fundamental	Concepts	of	ThinkSpace	Learning	Architecture	
https://youtu.be/m2Gu8NkmkK4	
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Getting	Started	Step	1:	Create	a	Space	
	
A	space	in	ThinkSpace	is	equivalent	to	a	course.	Each	space	has	its	own	roster	and	list	of	cases	
(or	assignments	which	you	will	create).	Students	will	get	access	to	the	entire	Space	and	all	the	
active	cases	in	it.	So	you	should	create	a	new	Space	for	every	course	you	have	on	ThinkSpace.	If	
a	course	has	two	sections,	create	a	new	Space	for	each	section.		
To	create	a	space:	
1. Click	on	the	New	Space	button	
 
2. Give	your	space	a	name.	A	Space	is	typically	named	after	the	course	the	instructor	is	
teaching	along	with	the	semester	it	is	being	offered	in	for	example	Physics	101-		Fall	2016	
 
3. Click	on	Update	Space	to	create	it.	
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Understanding	and	Navigating	Spaces:	
Spaces	 are	 self-contained	 units.	 Each	 Space	 has	 its	 own	 Space	 Roster	 and	 Team	 Manager	
functions	 that	 act	 as	 a	 ‘control	 center’	 to	 manage	 user	 access	 (inviting	 students,	 teaching	
assistants,	instructors)	and	set	users	into	teams	for	team	based	activities	(such	as	peer	review,	
peer	evaluation,	team	collaboration).		
	
Navigate	to	your	Space	and	click	on	it	to	enter	it.	You	will	see	the	following	screen	where:	
	
	
Name	of	your	Space	(Tells	you	which	of	your	Spaces	you	are	currently	in	to	help	situate	
you).	You	will	create	many	Spaces	in	the	course	of	working	in	ThinkSpace.		
	
List	of	Cases	 (or	assignments)	 in	that	Space.	Blue	underlined	cases	tab	as	well	as	the	
grey	page	header	below	it	saying	‘Cases’	indicates	it	to	be	the	current	active	screen.		
	
Space	Roster	tab	from	where	you	manage	user	access	to	your	Space	(uploading	student	
roster,	managing	roles,	dropping	students	from	the	class)	
	
Team	Manager	tab	from	where	you	will	set	users	into	teams	for	team	based	activities	
(such	as	peer	review,	peer	evaluation,	team	collaboration).	
	
Edit	Space	button	from	where	you	can	change	the	name	of	your	Space.	
	
New	Case	button	from	where	you	will	create	the	cases	(learning	situations	or	
assignments)	for	your	students	
	
Spaces	tab	from	where	you	can	navigate	back	to	the	dashboard	which	shows	the	list	
of	Spaces	you	have	access	to.		
	
Support	tab:	If	at	any	time	while	working	on	ThinkSpace	you	need	help	simply	click	on	
the	support	button	to	open	a	chat	window	and	type	in	your	problem.		
	
Drop	down	arrow	with	Sign	out/Switch	user	options	from	where	you	can	log	out	or	
switch	to	student	view	to	check	how	things	look	on	the	student	side.			
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Step	2:	Invite	students/users	to	the	Space	
Once	you	have	created	a	Space,	you	should	invite	your	students	to	it	as	soon	as	possible,	even	if	
the	Space	is	blank	with	no	cases	yet.	This	is	because	students	will	have	to	create	an	account	in	
ThinkSpace	in	order	to	access	the	Space	and	its	recommended	that	they	have	enough	lead	time	
to	do	that	(along	with	intermittent	reminders)	depending	on	the	format	and	size	of	your	class.		
	
1. Navigate	to	the	Space	you	want	to	invite	users	to	and	click	on	‘Space	Roster’		
	
	
	
2. This	will	open	up	the	Space	Roster	screen	from	where	you	can	invite	and	manage	users.	
	
3. Users	can	be	invited	to	a	Space	in	two	ways:	
a. Individually,	by	clicking	on	the	‘+	Invite	User’	button,	entering	an	individual	email	
addresses	and	clicking	‘Send	invitation’.	Don't	forget	to	choose	the	role	you	want	
the	user	to	access	the	space	as	before	sending	the	invite.	This	is	recommended	if	
you	are	adding	a	single	student	or	Teaching	Assistants	or	other	instructors.	
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b. To	invite	a	large	number	of	users	at	once	(like	a	class),	it	is	recommended	that	you	
use	the	'Import	Roster'	function.	This	will	ask	you	to	upload	upload	a	.csv	(comma	
separated	values)	 file	with	a	 single	 row	of	 emails	 only	 –	 (no	names!)	 and	no	
headers.	Users	invited	by	importing	a	roster	are	always	enrolled	in	a	student	role.		
	
c. To	 create	 a	 .csv	 or	 comma	 separated	 value	 file,	 simply	 download	 your	 class	
enrollment	list	from	Blackboard	or	Access	Plus,	remove	everything	else	(including	
all	column	headers	and	other	fields)	leaving	just	the	email	addresses	and	click	File	
>	Save	As	>	and	pick	comma	separated	values	(.csv)	as	the	file	format.	
	
d. Now,	 when	 you	 click	 on	 Import	 Roster	 a	 dialogue	 box	 will	 open	 up.	 Click	 on	
‘Browse	file(s)	and	find	the	.csv	file	you	made	and	choose	it.	Once	the	roster	has	
been	 uploaded,	 you	 will	 get	 an	 email	 informing	 you.	 At	 the	 same	 time,	 your	
students	will	get	an	invitation	from	ThinkBot	asking	to	join	ThinkSpace.		
	
	
	
	
	
	
	
	
NOTE:	Here	is	a	link	to	a	video	on	How	to	log	into	ThinkSpace	that	you	can	include	in	your	
email	to	the	students	to	help	them	join	ThinkSpace.		https://youtu.be/XPPGNTRwbs8	
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Step	3:	Create	a	Team	Set	
	
Team	based	tools	in	ThinkSpace	such	as	Peer	Evaluation	require	teams	to	be	set	before	they	can	
be	enabled.	 It	 is	 thus	 recommended	 that	you	create	a	Team	Set	and	Teams	before	you	 start	
creating	a	peer	evaluation.	These	teams	do	not	have	to	be	final	and	can	be	changed	right	up	to	
the	time	you	are	ready	to	activate	the	evaluation,	but	not	after.			
	
1. Creating	and	editing	teams	in	ThinkSpace	is	as	easy	as	drag-n-drop!	Teams	are	organized	
into	Team	Sets.	A	team	set	is	like	a	folder	within	which	the	teams	will	be	created.	This	
allows	you	to	have	different	sets	of	teams	for	different	assignments	if	you	want.	To	create	
a	Team	set,	navigate	to	your	Space	and	click	on	the	Team	Manager	tab	
	
	
	
	
2. This	 will	 open	 up	 the	 Team	Manager	 (its	 current	 active	 status	 indicated	 by	 the	 blue	
underlined	team	manager	tab	and	the	grey	‘Team	Manager’	header	below	it).	Click	on	the	
+	Create	Team	Set	button	on	the	upper	right	corner	of	the	Team	Manager	screen.		
	
	
	
3. Give	your	Team	Set	a	name	and	click	Create	Set	button.	 If	you	work	with	 fixed	teams	
throughout	 the	 course	 of	 the	 semester,	 one	 Team	Set	will	 suffice	 for	 organizing	 your	
student	 teams	 into.	However,	 if	 you	 rearrange	 your	 students	 into	 different	 teams	 for	
different	projects,	you	will	have	to	create	different	team	sets	for	each	project.	
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4. You	will	see	(as	in	the	screen	below)	the:		
	
Name	of	your	Team	Set	and	number	of	teams	in	it	(currently	0).	You	can	edit	
the	name	of	the	team	set	from	the	grey	‘Edit	Team	Set’	button	on	the	right.		
	
List	of	unassigned	 students	 ready	 to	be	assigned	 into	 teams.	 Students	who	
have	not	yet	signed	up	will	appear	as	??	but	may	still	be	assigned	into	teams.		
	
Step	4:	Create	Teams	
	
1. You	are	now	ready	to	make	your	teams.	To	create	teams,	click	on	the	‘+	Create	Team’	button	
on	the	top	right.		
	
	
		
2. This	will	take	you	to	the	team	creation	screen.	Follow	the	numbered	steps	below	to	create	a	
team.	
	
Click	inside	the	box	under	‘Name	of	team’	and	type	in	a	name	for	your	team			
	
	
Click	inside	the	‘Team	color’	box	and	select	a	color	for	your	team.	The	color	will	appear	
in	the	little	square	box	next	to	the	Team	color	box.	To	complete	selection,	click	anywhere	
outside	of	the	color	square.	
	
Select	the	students	who	you	want	to	assign	to	this	team	by	clicking	on	their	names	from	
the	unassigned	student	list	on	the	right.		
	
Click	on	‘Create	Team’	button	to	finish	creating	the	team.		
	
	
1	
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3. Repeat	 steps	 1	 –	 4	 until	 all	 the	 students	 have	been	 assigned	 into	 their	 respective	 teams.	
Students	who	have	not	yet	signed	up	will	appear	as	??.	Hover	over	the	??	to	identify	them	by	
their	email	address	and	assign	them	to	their	team.		
	
4. Your	completed	teams	will	look	like	this.	To	add	students	to	pre-created	or	existing	teams:	
1.	Click	on	the	student	initial	circle	in	the	unassigned	student	list	2.	Click	inside	the	team	box.	
To	remove	students	from	a	team	1.	Click	‘Edit’	in	the	team	box	you	want	to	edit	2.	Click	on	
the	student	name	to	be	removed	3.	Click	‘Update	team’.	
	
	
	
IMPORTANT	NOTE:	Do	not	forget	to	make	a	team	for	instructors	also	(call	it	Admin	or	Instructor	
Team),	where	you	put	yourself	as	well	as	your	TA’s	or	other	instructors	into	the	team.	This	is	very	
essential	 for	you	to	correctly	preview,	test	and	access	Peer	Evaluation	and	other	team	based	
phases	without	problems.	If	you	are	the	only	instructor	 for	your	class,	please	feel	 free	to	add	
ksmadeka@iastate.edu	to	your	space	roster	and	admin	team.	
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Case	Building	Basics	
After	having	completed	the	preliminary	steps,	you	are	now	ready	to	create	a	peer	evaluation.	
This	is	done	through	the	Case	Builder.		
	
• The	case	building	process	 is	broken	down	 into	 five	easy	steps	and	 the	newly	updated	
case-builder	in	ThinkSpace	is	designed	to	walk	you	through	each	step	easily.		
	
	
• You	can	keep	track	of	where	you	are	in	the	building	process	by	the	state-indicator	bubbles	
in	the	top	navigation	bar.		
	
§ The	currently	active	step	is	indicated	with	a	blue	filled	in	bubble	and	by	the	title	of	
the	page	(eg.	‘Case	Template’	in	the	figure	below).		
§ Incomplete	or	yet-to-come	steps	are	indicated	by	white	unfilled	bubbles.	
§ Completed	steps	are	indicated	by	green	check	marks.		
	
• To	advance	in	the	case	building	process,	simply	complete	the	task	or	customizations	you	
want	in	each	of	the	five	steps	and	click	the	blue	‘Next	Step’	button	in	the	right	corner	of	
the	screen	when	finished	with	one	step	and	ready	to	move	on.		
	
• You	can	also	exit	the	builder	any	time	by	clicking	on	the	‘Exit	Builder’	button	on	the	upper	
right	corner	of	the	screen.	
Step	5:	Create	the	Peer	Evaluation	Case		
1. Navigate	to	the	Space	where	you	want	to	create	a	Peer	Evaluation	and	click	on	the	‘New	
Case’	button	on	the	upper	right	of	the	screen.	This	will	open	the	Case	Builder	and	you	will	
now	be	in	Build	Mode.		
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2. In	the	Case	Details	screen	(which	is	the	first	stage	of	the	building	process),	type	in	the	
name	for	your	case	in	the	text	box	under	‘Name	your	Case’	and	click	‘Next	Step’.		
	
3. The	Templates	screen	gives	you	several	preset	case	templates	to	work	with.	Choose	the	
template	called	 ‘Peer	Evaluation	(Michaelsen	Method)’	 for	creating	a	balanced	points	
peer	evaluation.		
	
	
	
	
	
	
	 12	
4. Clicking	on	a	case	template	will	take	you	to	the	template	description	screen	where	you	
can	view	a	brief	description	of	the	template	along	with	examples	of	the	phases	that	make	
up	the	case-template	to	decide	if	this	is	what	you	want	or	go	back	and	Choose	another	
template.	This	page	is	still	under	construction,	so	when	you	see	the	screen	as	below,	just	
click	‘Use	this	template’	to	move	on	to	the	next	step.		
	
	
	
Working	with	Phases:	Functions,	Features	and	Navigation		
	
Once	you	select	a	template,	you	are	in	the	Phases	stage	of	the	case	builder.	Phases	are	literally	
the	building	blocks	of	your	case.	You	will	notice	on	this	screen	that	your	Peer	Evaluation	is	made	
up	of	two	phases:	1.	Peer	Evaluation	(where	the	active	scoring	of	team	members	will	happen)	
and	 2.	 Peer	 Evaluation	 Results	 where	 the	 students	 will	 be	 able	 to	 view	 their	 scores	 and	
qualitative	comments).		
	
The	case	builder	gives	you	complete	freedom	in	working	with	your	phases	while	you	design	your	
instruction.	In	this	stage	of	the	building	process	you	can:	
	
Note:	Depending	on	the	browser	you	are	using	you	might	find	this	page	loading	endlessly	
with	 the	 ‘system	busy/working’	 image	of	 orbiting	planets.	To	by-pass	 that,	 simply	go	
ahead	and	click	the	‘Use	this	template’	button.	If	that	fails	to	solve	the	problem,	contact	
Support	by	clicking	on	the	support	tab	on	the	upper	left	of	the	screen.		
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Add	new	phases	(of	different	functionality),	edit	their	order	or	see	archived	phases	
(from	the	buttons	on	the	upper	right	of	the	screen).		
	
Clone	 (duplicate),	 delete,	 archive	or	 save	any	phase	as	draft	 (from	 the	down-arrow	
drop-down	menu)	while	you	experiment	with	the	builder.		
	
Each	phase	can	be	accessed	individually	to	customize	and	build	its	content	(by	clicking	
on	 any	 phase	 in	 the	 list).	 To	make	 the	 case	 building	 simple	 and	 intuitive,	 prompts,	
warnings	 and	 icons	 have	 been	 built-in	 at	 key	 points	 to	 help	 you	 evaluate	 the	
completeness	of	your	case	and	remind	you	of	essential	settings	that	you	may	have	overlooked.	
For	 instance,	the	Phases	screen	of	the	peer	evaluation	below	indicates	the	presence	of	team-
based	phases	in	the	case	and	warns	that	teams	haven’t	yet	been	set.		
	
Step	6:	Edit	the	Peer	Evaluation	Phase	Settings:	
	
1. The	 settings	 change	 and	 customization	 of	 the	 evaluation	 is	 done	 individually	 in	 each	
phase.	To	customize,	edit	content	and	correct	settings	of	the	peer	evaluation,	click	on	the	
first	phase	on	the	list	(clone:	Peer	Evaluation).	You	will	now	be	editing	the	first	Phase.	
	
2. Click	on	the	link	in	the	Missing	Teams	warning	below	that	says	‘Choose	a	team	set’.		You	
can	also	click	on	the	‘Edit	Settings’	button	–	the	place	you	land	by	clicking	either	of	these	
is	the	same.		
1	
2	
3	
1	
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3. This	will	take	you	directly	into	the	phase	settings	screen.	Scroll	down	to	the	very	bottom	
until	you	see	the	Enable	team	based	option.	All	necessary	options	will	already	be	pre-
selected	by	the	template.		Click	on	the	‘No	team	set’	button	under	‘Selected	team	set’	
and	choose	the	team	set	you	created	earlier	in	Step	3.	
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4. Scroll	back	up	to	the	top	and	click	‘Update	settings’.	Let	the	other	settings	be	as	they	are.	
	
	
5. You	will	be	returned	to	the	‘Edit	Phase’	screen.	Notice	that	the	‘Missing	Team	set’	warning	
is	gone.	We	can	now	edit	the	Content	of	the	peer	evaluation	phase.	The	content	is	split	
into	two	editable	panes	–	one	for	the	Phase	Title	and	other	for	the	Peer	Evaluation.	The	
edit	 options	 will	 be	 visible	 ONLY	when	 you	mouse-over	 the	 panes	 (they	 get	 a	 blue	
border).	 In	 the	example	below,	 the	Peer	Evaluation	content	pane	 is	 showing	 the	 ‘Edit	
Content’	 and	 ‘Settings’	button	because	of	 the	mouse-over	but	 the	Phase	Title	pane	 is	
inactive.	This	may	get	a	bit	tricky,	so	remember	to	mouse	over	slowly!			
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 16	
6. As	far	as	the	peer	evaluation	is	concerned,	all	the	major	things	you	need	in	a	balanced	
point	evaluation	are	already	set	for	you	in	the	template	and	ready	to	use.	You	will	not	
have	to	change	anything.		
	
7. Mouse-over	the	Phase	title	and	when	the	editable	pane	shows,	click	‘Edit	Content’.	Type	
in	the	title	for	your	evaluation	and	click	‘Update	Title’.	Click	on	the	‘Next	Phase’	button	
on	the	top	right	of	the	page	and	move	on	to	editing	the	next	phase.	
	
	
	
	
	
	
	
	
	
	
	
	
• 0	-	15	scoring	slider		
	
• Points	per	member	set	to	
10		
	
• System	set	that	all	
members	cannot	receive	
same	score		
	
• System	set	that	all	points	
have	to	be	distributed	–	no	
more	no	less.	
	
• 2	qualitative	comments	
(positive	and	constructive)	
pre-set	and	required.	All	
comments	anonymized	
when	reported.	
Balanced-Points	Pre-sets	
1	
2	
3	
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Step	7:	Edit	the	Peer	Evaluation	Results	Settings:	
1. Repeat	Step	6.4	through	6.6	to	link	the	missing	team	set	to	the	Peer	Evaluation	Results
2. Repeat	Step	6.9	to	edit	the	Phase	Title.
3. Mouse	over	the	Peer	Evaluation	Overview	pane	and	when	the	borders	turn	blue
and	becomes	editable,	click	on	the	‘Settings’	tab.
You	 will	 see	 the	 Assessment	 #	 and	 name. 	
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Step	8:	Edit	Instructions	and	Set	release	and	due	dates	
1. Click	on	the	‘Logistics’	button	on	the	case-builder	process	bar	on	the	top.	This	will	take
you	to	the	next	step	in	case-building	where	you	will	manage	your	case	from.
2. In	the	Case	Instructions	editor,	type	in	the	instructions	for	your	students	about	the
peer	evaluation,	outlining	the	factors	on	which	they	are	expected	to	score	their	team-
mates.	Your	students	will	see	these	instructions	when	they	access	the	case.
3. Next,	set	the	Release	Date	and	Time	and	Due	Date	and	Time	by	clicking	 inside	the
relevant	boxes	and	selecting	from	the	drop-down	calendar	and	time	list.	Click	on	the
blue	‘Next	Step’	button	on	the	bottom	right	to	save	your	instructions	and	settings.
Trouble	Shooting:	
Error	states:	
1. You	see	more	than	one	Assessment	#	listed	in	the	Evaluation	Results	settings	above
2. Warning	of	missing	teams	continues	to	show	even	after	you	have	set	the	teams	in	both
the	Evaluation	and	Results	Phases
3. Extra	phases	show	up	in	the	case	that	you	don’t	remember	creating
Troubleshooting	steps:	
• Click	‘Edit	Case’	and	go	to	the	‘Phases’	stage	in	the	case	builder
• Click	on	‘Show	Archived’
• You	will	see	some	archived	phases	there.	These	are	causing	the	errors.
• Click	on	the	down	arrow	on	the	right	of	each	phase	listed	in	the	archive	and	select
‘Delete’	and	OK	in	the	warning	message.
• The	errors	should	have	been	corrected.
• If	they	still	occur,	please	contact	support@thinkspace.org
To	 prevent	 accidental	 deletion,	 all	 phases	 that	 a	 user	 deletes	 in	 the	 building	 process	 are	
archived.	To	delete	a	phase	completely,	you	must	delete	it	from	the	archived	section.	Since	
this	is	a	new	feature,	it	is	causing	some	errors.	Delete	the	phases	from	the	archive	and	please	
contact	support	to	let	them	know	about	the	bug	so	it	can	be	fixed.		
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Step	9:	Check	your	case	and	Activate	it:	
The	Case	is	in	your	Draft’s	folder	at	this	point	and	is	not	visible	to	your	students.	Scroll	down	to	
the	end	and	click	on	 ‘Activate	Case’	 to	make	 it	visible	 to	your	students.	Click	 ‘Finish	Case’	 to	
finish.	
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Step	10:	Activate	Evaluation:	Most	important	Step!!!!	
This	is	what	your	case	will	look	like	after	you	have	followed	all	the	steps.	Although	all	the	signals	
you	get	from	the	case	builder	may	indicate	you	are	ready	to	go,	your	students	will	NOT	be	able	
to	work	in	the	case	and	will	get	a	warning	‘Doh	your	instructor	has	not	activated	the	evaluation’	
1. To	activate	the	evaluation,	click	on	‘Edit	Case’	from	the	Case	summary	screen.
2. This	will	take	you	back	to	case	over-view	screen	in	the	editor.	Click	on	the	Title	of	the	first
phase	of	your	peer	evaluation.
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3. Mouse	 over	 the	 Peer	 Evaluation	 pane	 (as	 described	 earlier	 in	 Step	 7)	 and	 when	 the
editable	options	show	in	the	blue	frame,	click	on	the	‘Settings’	tab	and	click	on	‘Activate
Evaluation.’	A	warning	will	 pop	 up.	Click	OK.	 NOW	 your	 evaluation	 is	 ready	 for	 your
students!!
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